Newsletter send — quick guide
Open: https://send.machinamatrix.com
From address: info@gomanlift.ca (already connected for you)
Before you start
Sign in with your company account that has Send access.
Click New task.
Open Senders and confirm status is Ready. If not, stop and ask your admin.
Step 1 — Contact list (CSV only)
Excel is not accepted. In Excel: Save As → CSV UTF-8.
Required column name (exact spelling): `Email`
It can be any column position. email / EMAIL / E-mail will fail.
Recommended headers:
Name,Company_Name,Email,City
Jane,Acme Ltd,jane@acme.com,Toronto
Optional: put your own email in 1–2 rows first to test.
Upload under Contact list. Replacing the list resets the Test gate.
Step 2 — Email template
Edit subject and body in the editor → Save new version.
Variables you can use: {{Name}} {{Company_Name}} {{City}} {{Email}}
Click Preview first contact to check.
Import DOCX / HTML (optional)
HTML: upload the file.
DOCX: first line must be Subject: your subject here, then the body.
Step 3 — Test (required)
Open the Test tab.
Set the probe / monitoring inbox (where the check email goes).
Click Run one probe per sender.
Open that inbox and confirm you received the probe.
Status must show Passed before you can send or turn on Active.
This only checks that the mailbox can send. It is not a full content preview to customers.
Step 4 — Send
On the Send tab:
Optional: keep the checkbox Send a preview to my inbox first checked, and fill Preview inbox with your email.
Click Start sending. That uses today’s remaining quota on the contact list. While it runs, the button becomes Stop sending.
Or turn on Active only after Test is Passed (for scheduled/repeating runs). Do not leave Active on while doing a manual Start sending.
Checklist
☐ CSV with column named exactly Email
☐ Template saved; preview looks right
☐ Sender shows Ready
☐ Test probe passed
☐ Small self-test list first, then real list (re-run Test after any list/template change)




